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Uploading Legal and Social Documents

On the CARE home page, go to the Upload applet. From the drop down menu, select Upload Social Doc or
Upload Legal Doc depending on the document type.

& CARE - Main Application % g

% [U7] Utah State Courts Intranet Online Training Program OTP TEST «* SurveyMonkey

Home FindCase Case Party Incident Pettion Calendar Upload Acctg Profile Help Logoutl

Upload Social Doc
o Upload Legal Doc
Doc Look Up

BARE
Welcome to C.A.R.E.
Development
This system is dedicated to the welfare of Utah's youth.
CARE
UPDATES To Change Password: Click Profile->Update Button->Change Password Button

e — <<< See changes made to CARE by clicking on "Current Week" or "Previous Wee

The Case IncidentLookupForDoc screen will open. If the case was accessed from the home page (Find Case),
the case number and incidents will be displayed. The case may also be accessed by entering the case number
and selecting Find. If the case number is unknown, a search is available. To Search, click on the blue pick box
next to the case number.

Is CaselncidentlLookUpForDocs - Windows Internet Explorer |_' ||_|rz|
E https: ffjuvenile .utcourts. govfuploadDocuments ToDocmgr fCaselncidentLooklUpFarDocs '@ Certificate Error
[P v
Case Number  [1055201 B Open Incidents

Option to search for Open Incidents or All incidents. If no
Steve Stepps . o o P

Open Incidents selection is made open incidents will display.

De SelectAll All Incidents
| |Openincident#|Descripion =~~~ |intake Dedision Intake Decision Date
[FE PETITION FOR PROTECTNVE ORDER PET 02-21-2012 12:00 AM
| = PETITION FOR PROTECTNVE ORDER PET 02-22-2012 12:00 AM

m Cancel

When the incident(s) the document is to be associated with is checked, select OK

When OK is selected, the Document Upload screen opens.
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Legal document:
e Select a Document Type
e Enter a Document Title

Enter Document Date (the date received by the court). The date and time the document is uploaded
will show on the Case Documents screen.

Social document:

e Select a Document Type

Enter a Document Title (a document title is mandatory for document type “Other”) Leave document
Title blank if document type is sufficient.

Enter Document Date (date the court will receive document). The date and time the document is
uploaded will show on the Case Documents screen.

/= DocumentUpload - Windows Internet Explorer

https:fjuvenile. utcourts, govfuploadDocumentsToDocmar/CaselncidentLookUpForDocs

Document Upload

Document must be PDF
Maximum Document Upload Size 5 MB

&l Certificate Error |

Protected Legal Juvenile
Case Number 1059201
Youth Name Stepps, Steve

Incidents
- Open Incident# [D Intake Decision Date | |
| *— PETIMION FOR PROTECTIVE ORDER PE' 02-21-2012 12:00 AM
Document :
Category Protected Legal Juvenile Options under Document Type depend on previous selection of
P Upload Legal Doc or Upload Social Doc
Document Type * | Petition M } b ] 2

Petition, Private Petition

Document Title [Verified Petition for Protective Order on Behalf of Children

Document Date * |c:-25-20 12 u

Doc Sealed No

File * {C:"..Scanning"y‘Scanned_Documents'\_chiId po.pdf ][. Browse.. J

=

When the appropriate information is entered and the document being processed has been scanned, select
Browse. When the file to be uploaded has been selected, the file path will display. Select Upload.

Note: The document to be uploaded must be in PDF format and less than 5 MB in size. Documents can be
saved as PDF from an application, email, or scanned.
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£ DocumentUpload - Windows Internet Explorer

E https: fjuvenile, ukcourts, goviuploadDocumentsToDocmgr CaselncidentLookl I pForDocs @? Certificate Errar

Document Upload
Upload in Process.  PLEASE WAIT......

Document must be POF
Maximum Document Upload Size 5 MB

Prorected [ egal Juvenile
Case Number 1059201
Youth Hame  Stepps, Steve

Incidents

A message, “Upload in Process. PLEASE WAIT” will display at the top of the Document Upload screen

When the upload process is complete, the Document Upload screen will refresh and three additional options
will be available:

e Add Case

e Add Incident

/2 hitps:/fcaretrain, utcourts.gov/ - DocumentUpload - Windows Internet Explorer

Document Upload

Document must be PDF
Maximum Document Upload Size 5 MB

Protecred Legal Juvenile
Case Number 505616 —_— Add Case
Youth Name  Jones, Bob

Incidents e Ml Add Incident

- pen Incident# [Description Intake Decision Date | |
THEFT $298 OR LESS CLASS B MIS 07-02-2010 12:00 AM
Document
Protect I I
Cat otected Legal Juvenile

Document Type * Other Legal

Document Title  |Letter of Apology

Document Date *  [04-25-2012
Doc Sealed O

File 18797 pdf To open the image of the document which
was uploaded click on the File #

Cancel
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Adding/Removing cases and incidents

If the document uploaded needs to be added to more than one case file, the case and associated incidents can
be added. When the Add Case button is selected, the initial upload screen opens. Enter the case number to be
added; check the appropriate incidents and select OK. The document which was originally uploaded is now
available in multiple cases.

/= https:fcaretrain. utcourts.gov/ - DocumentUpload - Windows Internet Explorer @@@
~

Document must be PDF
Maximum Document Upload Size 5 MB

Protected Legal Juvenile

Case Number 506516

Youth Name  Jones, Bob

An incident can be added if necessary

Incidents Add Incident

l [Open incident# Description jntake Decision intake Decision Date
1 THEFT $299 OR LESS CLASS B MIS PET 07-02-2010 12:00 AM

Case Number 506612
Youth Name  Wayne, Thomas

Incidents Add Incdent

Open Incident# Description Intake Decision ntake DecisionDate | |
1 SHELTER HEARING SHH 02-02-2010 12:00 AM
Document Protected Legal Juvenile
Category

Document Type* Motien

Document Title  |Motion to recuce fine to $75

Document Date *  [02.25.2012 E 3

Incidents and/or cases can also be removed. However, the system won’t allow removal of all associations —
there must be at least one case and one incident associated to the uploaded document.

NOTE: Deleting a document requires administrative rights in CARE. These rights are provided to TCEs, Clerks of
Court, Probation Chiefs and CARE Administrators.
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The Document upload screen can also be accessed by selecting Doc Look Up from the Upload applet on the
Home page. The Documents screen opens, and there are options to upload legal and social documents. The

process is the same as above.
2 https;/jjuve.. O~ @ B Q" & CARE - Main Application _

itate Courts Intranet @ Online Training Program @ OTP TEST SurveyMonkey

Home FindCase Case Party Incident Petition Calendar Upload Acctg Profile Help Logout]

Upload Maint G

- Upload New Social Document Upload New Legal Document

Accessing electronic records (uploaded documents)

Select the Upload applet and then Doc Look Up.

§ C.AR.E - Main application

Home FindCase WMy Workspace Case Party Incident As=ezs Petition Calendar Upload Prot.Ord Minu

Crocurnents

Uplead Social Doc
Uplead Legal Doc
Doc Look Up

[ ]
mﬁm Upload Mew Social Document

Upload New Legal Docume

From this screen, documents can be uploaded, hearings scheduled, documents viewed, added /removed or
deleted. The selection on the Document Category will determine what is displayed. If Protected Social Juvenile is
selected, the documents which have been uploaded as social documents will be listed; if Protected Legal Juvenile
is selected the documents which have been uploaded as legal documents will be listed.

his screen can also be used to access the Document Upload screen

MNew Hearing

[eo]
al Juvenile

Case Number 206818 Hn or, Protected Legal Juvenile Creator l:l
Document Category Plotected Social Juvenile J§4 Document Type

Add/Remove
Category Document Title Creator Case Incidents \View Incidents

04-25-2012 Protected Social Juvenile Vldlm City Creel Center

tralnlng11 18203.pdf Add/Remove
tWorksheet/Doc t L
506616 1 Tao view
Document Type Text that was USlerthaJ _'"’35 documment !

Filed date selected on the entered in the ogged in fad tis over 5ma it
Mousing aver Document Upload DocumentTtitle field adocument IS over amg |
he date wil screen on the Document will have to be parceled out
the date wi To attach a part 1, 2, 3, etc
display the select Yes. Browse
L|p|0;|ctl_date Upload

and time

ITo delete an entire document requires administrative
ights in CARE and can be done by TCEs, Clerks of
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If multiple cases have been associated with a document or multiple incidents, this information will display
under case and incidents.

- Upload New Social Document
Case Number |303648 = Creator

Document 2 3 Document
Category Protected Social/Legal Juvenile

Type
© File Date () Upload Date

Begin Date End Date |

Add/Remove|Add
Date|Category|Document Title Creator Case|Incidents|View Incidents Doc |Delete

04- Protected Motion Motion to trainingd 23286.pdf Add/Remove YES
25- Legal Continue
2013 Juvenile

Upload New Legal Document

303648 92, 93, 94, 100, 101
500005 278
502495 1

Add or Remove Cases and/or Incidents to the document

AddiRemove
View Incidents : Delete
18753.pdf Add/Remove YES Delete

If a document has been uploaded to the wrong case, associated to a wrong incident, or if a case or incident
needs to be added, select Add/Remove in the Add/Remove Incident column for the case to be modified. The

Document Upload screen will open.
a DocumentUpload - Windows Interet Explorer p— [P E=se)
:61(- »

Remove Case

Incidents Add Incident

Open Incidents intake Decision Date | __|

SHOPLIFT $299 OR LESS 01-23-2006 12:00 AM

Case Number 500005
Youth Name Unko-johnson, Chisai Jr ‘

Remove Case |

Incidents Add Incident ‘

- e Intake Decision Date |}

THEFl' OF A FIREARM 02-24-2012 12:00 AM

Case Number 303648
Youth Name ZEBRA, STRIPE TED

Remove Case |

Incidents Add Incident

- R Pescripion. _________________________fntakeDecision ______lIntake Dedision Daie

POSSESSION OF TOBACCO CT1 07-08-2004 12:00 AM
ALCOHOL POSSESSION/CONSUMPTION cT2 07-08-2004 12:00 AM
POSSESSION OF TOBACCO

SHOPLIFT $299 OR LESS

BURGLARY 12-14-2007 12:00 AM

Document Category Protected Legal Juvenile
Document Type * Motion o

Nintinn tn Camnal Matinn tn Cantinin Matinn $0 Canvart e




Uploading Legal and Social Documents | Juvenile
Court

To see documents associated to a case, go to the Case >Documents. Documents are viewable by type. There is
an option to select All Documents.

1e¢ FindCase Case Party Incident Petition Calendar Upload A

" Case Info. Find Case eral Benefit\ / Dispositit
CW Timeline Case >
Relationships >
Federal Benefits
Dispositions
Custody & Probation
= Calendar
, All Documents
SAFE Interface Social Documents
Child Welfare Timeline Legal Documents
ttem Tracking E-Warrant Documents
" Case Reports Protective Order
Petition Documents
View Orders
Transcripts
Associated to Docket

If All Documents is selected and there are many documents on the case, there will be a delay in displaying the
page If the selection can be narrowed to a type of document the document screen will display faster.

Legnl Documents
Mowvng from one document category to another can be done from
this screen by selecting a different tab

Case Number m—' i

Youm Name ob Jomes
04.28-2012 Driver's License Abstract 1 18799 pot
04.28-2012 Orcers Order Lowering Fine to $78 1 18801 pdt
04-285-2012 Other Legal Leter of Apciogy 1 18797 pat ‘es
04.26.2012 Other Legal Notice of Appearance B Anderson 1 18802 pd! A
04.28-2012 Notca Motion 10 reduce fine to $75 ! 1875¢ pat If a document was
\ marked sealed when
uploaded a Yes will
Date uploaded To vew document display i this column
image The link to wew image
will be deactivated
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Critical Message for E-Records
A new critical message called Alert Type> Electronic File will be added when a case is uploaded. To access Critical
Messages, go to Case> Case> Critical Messages . In the Critical Message screen, you can view all, Active, and
Inactive Critical Messages for a case.

& CARE - Main Application - [ k3
= Utah State Courts Intranet Online Training Program OTP TEST «*» SurveyMonkey
Home FindCase Case Party Incident Petition Calendar Upload Acctg Profile Help LogomJ '
/ FindCase \ / CaselInfo. \ /Relationships \ /Federal Benefit\ / Dispositions \ / Cust. & Prob.\ /' Calendar '\ - |
° / Documents \ / CW Timeline \ /' Safe Info \ i
[Protie\/. \/Phones, /Critical My \/C istics /Aliases) /Notes' /Access\ /GAL Activities), |
ICECIE] -
Active/lnActive:
Case
Name ohnson Jr
Active Critical Messages
3 Xpir: 5 =
Creation Date  Category S ="™"  Type Description LastUpdated (il
07-25-2012 07-25-2012
09:25:36 Case Case Photo Case Photo uploaded 07/25/2012 09:25:36
CARE 10%?;?,012 Case Protective Order Draft Automated by Protective Order System 32‘578' 5270 i
UPDATES 04012012 04-01-2012
Current Release20:07:08 Case Case Photo Case Photo uploaded 20:07:08 3
03-29-2012 2 :
Prev. Release 12:31:07 Case Epin Access Case Epin.
Email HelpDesk 02-07-2012 02-07-2012
11-0415 Case Interpreter Needed Portuguese 11:04:15
01-15-2012 Serious Youth 01-15-2012
Or:er Acc:yunt 21-16:02 Case Offender Armed and Dangerous 21-16:02 L
10-19-2011 . > S 10-18-2011
14:48:35 Case DNA Fingerprint this is a test 14:48:35
05-19-2011 z ; 05-19-2011
15-17-65 Case Fingerprinted collected on 5/11/2011 151765 -
Bl Case # 500005 - Chisai Unko-johnson Jr- Nov 21, 1996 - SHOCAP - ICWA -
SUICIDE ACCOUNT  STAYED INTERSTATE ACCOUNTING INTERPRETER (=
FINGERPRINTED Pt oneme  CASEPHOTO  GCIO0NT  oorcn  DIABETIC  ChcGTRONC BCoupACT | ALERT NEEDED EMANGJ*‘
@ /@\@ faa\ (dh\ @ o\ /o : ¢ s
|

< | 1 »

If a critical message has been created for an electronic file, a message will display in the bottom of the CARE
screen showing, “E-Folder”. If you mouse over this icon, it will display the description will display.

Bl Taz=z=2UE51% - Bob Jonez- Llay 12, 155>

All documents in this case have been
— uploaded. 4-27-2012
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